EMPLOYER'S FINAL KSA PERFORMANCE EVALUATION OF 								
									(Please Print)
Dear Employer:
The College of Business and Economics (CBE) understands the need for its graduates to be broad-based and ready to perform immediately upon entering the job market, both as individuals and in teams. Therefore, its curriculum contains concrete, measurable and attainable objectives throughout. As a result, each CBE graduate is expected to perform successfully in eight areas of Knowledge, Skills and Attitudes (KSAs) as listed below.  Please rate your intern’s performance only on the KSAs that apply to his/her job that you or others in your organization have had an opportunity to observe. 

The Rating Scale is:	  3 = EXCELLENT;   2 = SATISFACTORY;   1= POOR;    N/A = Not Applicable

N/A ratings do not adversely impact the overall evaluation score.  After rating the student on their KSAs, please describe the student’s performance as an intern, as if you were grading the student in a course.  At which level did the student perform “A,” “A-,” “B+,” “B,” “B-,“ “C+,” “C,”  or “F?”  Circle one grade.  Please also provide any constructive comments you may have.  In addition, please provide specific feedback for any 1's  you checked off above.  (Continue on an additional sheet if necessary.)

	
	ACCREDITED BUSINESS KNOWLEDGE
	3
	2
	1
	N/A

	 1.
	Know, apply, and integrate the content of one’s major
	
	
	
	

	
	COMMUNICATION
	3
	2
	1
	N/A

	2.
	Write articulate, persuasive, and influential reports, proposals, letters
	
	
	
	

	3.
	Make articulate, persuasive, and influential oral presentations
	
	
	
	

	4.
	Develop graphic, spreadsheet, and financial analysis to support position taken
	
	
	
	

	5
	Engage in active listening in individual and                      (please see next page for explanation of evaluation)
group settings  
	
	
	
	

	
	5.1:
	Acquire and Analyze Information                                  
	
	
	
	

	
	5.2:
	Follow Directions                                                               
	
	
	
	

	
	THINKING: CRITICAL and CREATIVE
	3
	2
	1
	N/A

	6.
	Identify problems and/or opportunities using cross disciplinary concepts.
	
	
	
	

	7.
	Generate and evaluate feasible alternatives
	
	
	
	

	8.
	Develop comprehensive, justified conclusions and recommendations using qualitative and/or quantitative tools
	
	
	
	

	
	TECHNOLOGY
	3
	2
	1
	N/A

	9.
	Use general and discipline specific software for state-of-the-practice business applications.
	
	
	
	

	
	LEADERSHIP and TEAMWORK
	3
	2
	1
	N/A

	10.
	Focus on goal achievement
	
	
	
	

	11.
	Guide team towards the achievement of common goals.
	
	
	
	

	12.
	Maintain group cohesion, follower satisfaction, and efficient operations
	
	
	
	

	
	ETHICS and VALUES
	3
	2
	1
	N/A

	13.
	Display ethical conduct and honor system behavior
	
	
	
	

	14.
	Apply ethics in business decision-making, considering impact on multiple stakeholders
	
	
	
	

	
	ATTITUDE and PRACTICAL EXCELLENCE
	3
	2
	1
	N/A

	15.
	Be attentive, proactive and ready to learn                       (please see next page for explanation of evaluation)
	
	
	
	

	
	15.1:
	Attendance                                                                        
	
	
	
	

	
	15.2:
	Materials                                                                            
	
	
	
	

	
	15.3:
	Preparation                                                                        
	
	
	
	

	
	15.4:
	Posture & Attentive Behavior                                        
	
	
	
	

	
	15.5:
	Initiative                                                                              
	
	
	
	

	16.
	Meet commitments and complete tasks                          (please see next page for explanation of evaluation)
according to assigned requirements 
	
	
	
	

	
	16.1:
	Follow Directions                                                            
	
	
	
	

	
	16.2:
	Quality & Completeness                                                
	
	
	
	

	17.
	Treat others with respect, show sensitivity                     (please see next page for explanation of evaluation)
to their views, values and customs 
	
	
	
	

	
	17.1:
	Treat All People With Dignity and Respect
	
	
	
	




	
	EMPLOYABILITY
	3
	2
	1
	N/A

	18.
	Show evidence of a quality, mentored, reflective professional experience
	
	
	
	

	19.
	Demonstrate effective job search; career portfolio, resume and interview skills
	
	
	
	

	20.
	Assume responsibilities for one’s own career management and goal setting
	
	
	
	

	
	Total Score (completed by course instructor)
	
	
	
	



Guidelines for item number 5, 15, 16 and 17. Please use this guideline to assess the student.

5) Engage in active listening in individual and group settings 
	Criteria
	Exemplary
	Acceptable
	Unacceptable

	Acquire and Analyze Information:  Acquires and analyzes knowledge from others through listening
	Interprets meaning through hearing and listening, and identifies speaker’s purpose and point of view, evaluates and interprets information, and applies information to a specific purpose or task.
	Extracts ideas and information through hearing and listening, and identifies purpose and point of view, and applies information to a specific purpose or task.
	Fails to collect sufficient information through hearing and listening, unable to identify speaker’s purpose and point of view, demonstrates little or no evidence of understanding information.

	Follow Directions: Gains knowledge of multi-step instructions from others through listening
	Always hears and internalizes multi-step instructions, draws inferences from these instructions, and formulates logical conclusions.
	Consistently hears and internalizes multi-step instructions, seeks clarifications when necessary, and draws inferences from these instructions.
	Rarely follows multi-step instructions and often needs to have them repeated before attempting to carry them out.



15) Be attentive, proactive and ready to learn
	Criteria
	Exemplary
	Acceptable
	Unacceptable

	Attendance
	Always ready to begin work at the appointed time.
	Frequently ready to begin work at the appointed time.  
	More than a few unexcused absences.  Often late.

	Materials



	Always has the necessary tools, materials, and information necessary to complete task.
	Frequently has required materials and information to complete the task at least 80% of the time, 
	Frequently (80% of the time) does not have the required materials and information necessary to complete task.

	Preparation
	Always anticipates issues to be discussed and reviews relevant notes and information that will be helpful.
	Well prepared, shows careful preparation to discuss most issues that may arise.
	Little or no preparation exhibited.

	Posture and Attentive Behavior
	Usually sits upright, leaning forward, directed toward the speaker, work materials, or activities.  Not easily distracted.
	
	

	Initiative
	Takes initiative by demonstrating leadership qualities at all times.
	Takes initiative by demonstrating leadership qualities most of the time.
	Seldom takes initiative or show leadership qualities.



16) Meet commitments and complete tasks according to assigned requirements 
	Criteria
	Exemplary
	Proficient
	Marginal

	Follow directions: Gains knowledge of multi-step instructions
	Always learns and internalizes multi-step assignment instructions, determines stated and implied goals, formulates logical plan to execute assignment, and ask relevant questions on assignment substance.
	Considers assignment instructions, draws some inferences from these instructions, formulates plan to execute assignments, and asks relevant questions.
	Fails to understand assignment, only considers the most surface issues raised by the assignment.  

	Quality and Completeness:



	Always submits high quality work that answers all questions and issues presented and shows relevant insights.
	Submits high quality work that answers all questions and issues presented.
	Missed the point of the assignment, fails to meet basic assignment requirements.





17) Treat others with respect; show sensitivity to their views, values and customs
	Criteria
	Exemplary
	Acceptable
	Unacceptable

	
Treat All People Fairly, with Dignity and Respect
	Treats everyone with personal dignity and respect, no matter what their role or responsibility. Shows deep cultural awareness and sensitivity and actively reaches out to build productive relationships. Recognizes that colleagues and customers are entitled to work in an environment free of verbal, physical and sexual harassment.
	Treats everyone with personal dignity and respect, no matter what their role or responsibility. Recognizes that colleagues, customers are entitled to work in an environment free of verbal, physical and sexual harassment
	Does not show basic civility and makes judgments heavily influenced by stereotypes and bias; refuses to make efforts to understand others.




If you had a position available, would you hire this student?  	 Yes  		 No

Compared to other interns, how would you rate this intern? 	Excellent         Good          Moderate         Poor

How would you grade this student? 	A (100 -90%)	B (90 -80%)	C (80-70%)	D (70 – 60%)	F (60% and below)

Please provide us with additional comments on this intern 										

															

															

															

															

															

															


Thank you for enabling one of our students to be part of your organization.  Internships are one of the best ways our students directly experience the world of work.  We hope that he/she made useful contributions to your organization. 



Sponsor: ______________________________________________________________	Date: _______________


Student: _______________________________________________________________	Date: ______________	
